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*Staff should review all parked tasks the first thing each morning to ascertain if any may
be compl eted.

1.0 (393) AUTHORIZE PAYMENT ON BITI

Step (393) AUTHORIZE PAYMENT ON BITI

1 From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID for (393) AUTHORIZE PAYMENT ON BITI.

3/4/2008

9000095492 10HK BLANE — Bus Pass Approval Pending Reserved Medium 0o:00

The WFM S will navigate to the Task Home.

2. View the Primary Action and Task I nstructions on the Task Home page.

Task Instructions

Task Instructions: State worker should review claim and authorize in appropriate ICES
screen.

3. Click on Participant Home Page(Client) or Case Home Page under Supporting
Information.




Step

(393) AUTHORIZE PAYMENT ON BITI

Supporting Information

Case Home Page
Participant Home Page

The WFM S will navigate to the Client or Case Home page to display the RID/Social
Security Number.

From the Client or Case Home page in the WFM S click Notes from the L eft
Navigation. Review all notes, if any, applicable to the childcare payment.

(]
O Cc

Click on close to return to the Client or Case Home page

From the Client or Case Home page click on Documents from the Left Navigation.

Documents
®

The WFM S will navigate to the Documents page.

From the Documents page click View to see the document’ s details of the voucher
claim form.




Step

(393) AUTHORIZE PAYMENT ON BITI

ZAFSSA - WFMS Documenl
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Documents: SAHANA SMITH - 3000371983 Heip |

((Search Non-Indexed Documents | (Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink ]

O Documents
O Members

To View additional document detail or Edit the document detail, click on the View or Edit link.
O Addresses

O Phone Numbers: To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person hutton,
Checklist .
O Data Collection To Delink the documents only, select Delink.
Checklist
o gﬁ;‘::g;‘“ﬂy Review Mote: To select All documents in this list, check the top box (nest to Action),
Qithangs che 7 D t Related Cas
O Saolicited ™ Action Document Type e Client Receipt Date Status P
Requests Hame 1o
O Correspondence Shelter Landlord SAHANS
: : | Wiew |Edit Expenses et SMITH 10/9/2007 Received 3000371983
Notes: e SRR
: 3 e Bolic:
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g - F‘m'"; e r view|Edit Ejfni SupPOrt ot erpretation w 10/9/2007 Received 3000371983
anef Recovery Reguest I
QTasks Application and  Report Of SAHANA
] Yiew |Edit Redetermination Change SMITH 10/9/2007 Received 3000371983
Forms English i e
((Search Non-Indexed D s | (Attach D ] (Delink & Search Case ] [ Delink & Search Person | [ Delink |

recent items
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| #start| () 19M Rational Portfolio Ma... |[ &7 F55A - WPMS Docume... (5] Work Instructions - SEC ... | & Fosh - WEMS Fssa supe... |

WFMS will navigate to the View Document Details screen

Within the View Document Details screen click the document name hyperlink to view
voucher claim form itself.




Step

(393) AUTHORIZE PAYMENT ON BITI

aFSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FSSA - State of Indiana

File Edit Wiew Favortes Tools  Help
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Document Type: Eligibiity Support Documents

Interactive SEC Interview

Documeant Name; Guide

APPLY NOW . INTERACTIVE SEC
Client/Case Name! Attachment Name! INTERVIEW GUIDE.doc
Delivery Method: Attached File Date:
Language: English Status: Received

Attachment Gomments

Comments;

(__Edit__ ) (Delink & Search Case | [ Delink & Search Person | [ Delink ] [ Close ]

H
O B B -
T 0y B @ (@ s:6PM
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) start| () 18 Rational Partfolia Ma. . | [ ] F5SA - WFMS View Att... 1] tork Instructions - SEC ..

Navigate to the BITI screen for each individual (with the Dependent’s RID/Caretaker’s
RID/MMYY) for whom aclaim is notated in the tasks comments section to assure that
the requested claim amount, in addition to others already paid, does not exceed the
total maximum payments allowed. Payment maximums are noted on this screen and in
the table TSSC. If the claim amount is appropriate, navigate to WPAS to ascertain that
the appropriate activity is present and WPDC to ascertain all necessary information is
present using the client’s Social Security Number or RID. While on WPDC use PF18
to access WPDP. On screen WPDP enter the appropriate amount in the Authorized
Amount field. Review notesin CLSC for additional comments.

Navigate back to the BITI screen(s) (with the Dependent’ s RID/Caretaker’s
RID/MMYY) to view the childcare payment amount you entered on WPDP.

10.

If appropriate authorize the claim payment by the entry of worker ID or if not
appropriate, return the claim request to Non-state Coalition staff. Document action
taken in CLRC.

11

» Document the reason in CLRC
» Click on Tasksin the left Navigation, select Authorize Payment on BITI task

Comment: Return by State task to
Arbor is an outstanding issue. Temproary
resolution to forward task to Arbor
Communication queue.

reserved to you.

» Fromthe Task Home page click Forward. Select to forward task to “ Arbor




Step

(393) AUTHORIZE PAYMENT ON BITI

Communication queue. Include the message Return by State in task instructions.
REFER TO (INSERT HY PERLINK) FORWARD A TASK work instructions Volume
7 Common Processes, Section 3.11.1.8 (INSERT HY PERLINK).

12. | Click Homein the upper right corner.
The WFM S will navigate to the User Home Page.

13. Click onthe Task ID, (393) AUTHORIZE PAYMENT ON BITI task with an Open
Status.
The WFM S will navigate to the Task Home.

14. | Click on Close Task on Task Home page.

Task Home

Hein |
Hneip |

Close Task Forward Task Un-Park
Park Task Un-Reserve
Subject

Bus Pass Approval Pending

Task ID; 9000095492 Status: Reserved

Priority:  Medium Deadline:  3/4/2002 00:00
Reserved By: Deb Croshby Last sssigned: 3/3/2008 11:12
Tirne Worked: 00:00 Park Deadline:

Case Home Page
Barticipant Home Page

Task Instructions




2.0 (394) AUTHORIZE PAYMENT ON WPPS

Step

(394) AUTHORIZE PAYMENT ON WPPS

1

From the User Home Page, under the My Tasks cluster, view the Task Subject and
click onthe Task ID for (394) AUTHORIZE PAYMENT ON WPPS.

3/4/2008

0000095492 JOHW BLAME — Bus Pass Approval Pending Reserved Medium o0: o0

The WFM S will navigate to the Task Home.

View the Primary Action and Task Instructions on the Task Home page.

Primary Action

Task Instructions

Task Instructions: State worker should review claim and authorize in appropriate ICES

screen.

Click on Participant Home Page(Client) or Case Home page under Supporting
Information.

Supporting Information

Case Home Page
Participant Home Page

The WFM S will navigate to the Client or Case Home page to display the RID/Social




Step

(394) AUTHORIZE PAYMENT ON WPPS

Security Number.

From the Client or Case Home page in the WFMSS click Notes from the L eft
Navigation. Review all notes, if any, applicable to the claims payment.

O Expenses

O Notes
O Communications

Click on close to return to the Client or Case Home page

From the Client or Case Home page click on Documents from the Left Navigation.

From the Documents page click View to see the document’s details of the voucher
claim form.

T FSSA - WEMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer provided by FSSA - State of Indiana =iElx]
Fle Edit Wew Favorites Tools Help | a
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Documents: SAHANA SMITH - 3000371983 Help

((Search Non-Indexed Documents | (Attach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink ]

O Documents
O Members

To View additional document detail or Edit the document detail, click on the View or Edit link.
O Addresses

O Phone Numbers To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person hutton,
Checklist
O Data Collection To Delink the documents only, select Delink.
Checklist
o Eﬁg‘zaﬂ;"ﬂy Review Mote: To select All documents in this list, check the top box (next to Action).
O Change Checklist B 7 P
ke ) ; . N 2
O Solicited Documents ™ Action Document Type e Client Beceipt Date  Status = ===
Requests L jick
O Correspondence Shelter Landlord Slani,
: | Wiew |Edit Expenses et SMITH 10/9/2007 Received 3000371983
O Notes e SRR
. 3 e Bolic:
Asset/Trust Rev Eeloi
2 “'e: fELRENS r view|Edit Ejfni SupPOrt ot erpretation w 10/9/2007 Received 3000371983
o Bene it Recovery e
QTasks Application and  Report Of SAHANA
] Yiew |Edit Redetermination Change SMITH 10/9/2007 Received 3000371983
Forms English i e
((Search Non-Indexed D s | (Attach D ] (Delink & Search Case ] [ Delink & Search Person | [ Delink |
Done [T S [ meermet

| #start| () 19M Rational Portfolio Ma... |[ &7 F55A - WPMS Docume... (5] Work Instructions - SEC ... | & Fosh - WEMS Fssa supe... | % & 19PM




Step

(394) AUTHORIZE PAYMENT ON WPPS

WEFMS will navigate to the View Document Details screen

Within the View Document Details screen click the document name hyperlink to view
voucher claim form itself. Review claim form and any associated documents. Click
Close to navigate back to the Documents page.

aFSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F5SA - State of Indiana i 5 5‘

Fle Edit View Favorites Tools  Help |.#
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Document Type: Eligibiity Support Documents

Interactive SEC Interview
Documeant Name;

Guide
APPLY NOW . INTERACTIVE SEC
Client/Case Name! Attachment Name! INTERVIEW GUIDE.doc
Delivery Method;  attached File Date;
Language: English Status: Received
attachment Gomments
Comments;
(__Edit__ ) (Delink & Search Case | [ Delink & Search Person | [ Delink ] [ Close ]
[&] pone [T 15 [ mermet
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Navigate to WPAS in ICES using the client’s Social Security Number or RID to
review screen for appropriate information. Review notes in CLSC for additional
comments.

Navigate to WPSS in ICES to review the Y TD amounts received to assure that the
amounts remain below the maximum allowed.

Maximum can be checked by accessing table TSSC in ICES.

10.

Navigate to WPPS in ICES and authorize claim if appropriate, or if not appropriate
return the claim request to Non-state Coalition staff.




Step

(394) AUTHORIZE PAYMENT ON WPPS

11

Returning cases to Non-state Coalition staff\ 7777777777777777777777777777 - {
» Document the reason in CLRC

Comment: Return by State task to
Arbor is an outstanding issue.

» Click on Tasksin the left Navigation, select Authorize Payment on BITI task
reserved to you.

» From the Task Home page click Forward. Select to forward task to “ Arbor
Communication queue. Include the message Return by State in task instructions

REFER TO (INSERT HYPERLINK) FORWARD A TASK
Volume 7 Common Processes — Section 3.11.1.8

12.

Click Home in the upper right corner.

The WFM S will navigate to the User Home Page.

13.

Click onthe Task ID, (394) AUTHORIZE PAYMENT ON WPPS with an Open
Status.

The WFM S will navigate to the Task Home.

14.

Click on Close Task on Task Home page.

Task Home

Help |

Close Task Forward Task Un-Park
Park Task Un-Reserve

Subject

Bus Pass approval Pending

Task ID: 9000095492 Status: Reserved
Friority: Medium Deadline: 3/4/2008 00;00
Reserved By: Deb Croshy Last Assigned: 3/3/2008 11:12
Time \Worked: 00:00 Park Deadline:
Primary Action Supporting Information

Case Home Page
Participant Home Page

Task Instructions

10



3.0 Applicant K eeps Scheduled I n-Office Appointment

The applicant may have been scheduled by either the Call Center or Help Center staff, 1)
due to being entitled to an expedited food stamp appointment, 2) because they have no
telephone or 3) because they requested an in-office interview. All scheduled
appointments for the Help Center are displayed on CSODA. Arbor staff will notify the
SEC of the interview and forward the hard copy application, any corresponding
verifications and a Document Transfer Cover Shest, if any, to the SEC prior to the
certification interview.

Steps Applicant K eeps Scheduled Appointment

1 Under Search For from the User Home page click on the Case link which will display
the Search Case page.

FS5A Case Management System

Welcome to FS54 Case Management System

Process Request for Services. Case
Create lication Case Person
Administration

Search Case

Il search criteria

Humber: Type: Reference:
s5n; | | wespo: [ ]
First; ‘ |Midd|efMI: | | Last: |
(mim//dld/yyyy ):
Address Linel: ‘ | A?j:gzs | | County: |

[_Search | [ Reset | [ Cancel |

Case Name S Case Type Case Reference Date Created

Search Results

3. Click on Search button.




Search Case

Search Criteria

Number: Type: Reference:
First: |Ima | Middle/mI; ‘ ‘ Last; |Chent |

{m/dd/yyyy )

; Address : v
Address Linel: | | Lines: ‘ ‘ County: | |

W Reset Cancel

Search Results (Number of Items: 1)
Case Name 55N Case Type Case Reference Date Created Status
Ima Client Application 567 6/21/2007 Open

Search Criteria
g5 ose | e W e

Humber: Type: Reference;

s | icesmol[
Eiretl [ima iddep ]| et

(mm/dd/ryyy):

Addrass Linel: | | HE l:l County: l:l

Line2;
ci: | | st Zpceel| |

[ Search ][ Reset [ Cancel |

Search Results (Number of Items: 1)

Case Name SEN  Case Typs Case Reference Date Created Status
Ima Client Application 567 6/21/2007 Open

Click Home from the Left Navigation.

navigation

The WFM S will navigate to the Case Home Page.

Click on Documents from the Left Navigation. Review all supporting documents

12




including hardcopy documents provided by the applicant, if any.

avigat

The WFM S will navigate to the Documents page.

From the Documents page click view to see the document’s details.

Fle Edt Vew Favortes Tools Help

ERPERN L L !

lncal: 11213{HCSSApplication/ I5/EMStandardCaseDocument_listindexedDocumentsPage. do?caselD=300037 1 363 3 1Skandar hnmeJ Go | Links >

eBack - @ - B @ @|p5mrch *Favor\tes 2]
Adcress [&] ey

Administr b o & -~
Documents: SAHANA SMITH - 3000371983 Aelp

((Search Non-Indexed Documents | [Aftach Document | [ Delink & Search Case | [ Delink & Search Person | [ Delink ]

O Documents
O Hembers
O Addresses.

To View additional document detail or Edit the document detail, click on the View or Edit link.

O Phone Numbers To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person hutton,
Checklist
O Data Collection To Delink the documents only, select Delink.
Checklist
o gﬁ;‘:zﬁ;a"‘y REIBR Mote: To select All documents in this list, check the top box (next to Action).
O Change Checklist i : T
O salicited Documents r action Document Type  ooer Client Beceipt Date  Status e
Requests Name pist
Ol adence. : : Shelter Landlard SAHANA
e ] Yiew |Edit Expenses et SMITH 10/9/2007 Received 3000371983
otes T e
e Polic
O Asset/Trust Review Ry
s f{tR T viewlgdit OBV SUPROL o otanpy SAHANA 10/9/2007  Received 3000371983
enaiit Recousey Ratlioet
Ol Application and  Report Of SAHANA
] Yiew |Edit Redetermination Change SMITH 10/9/2007 Recejved 3000371983
Forms English i

(‘Search Non-Indexed Documents | [Attach Document ) (Delink & Search Case ) [ Delink & Search Person | [ Delink |

recent items

B
Done [T /5 [ mtermnet
ﬂstart' (31) 18M Rational Portfalio Ma. ., | & FSSA - WFMS Docume... ] Work Instructions - SEC ... | & F55A - WEMS FSSA SUpe. .. | Tl A MA@ s9em

Within the View Document Details screen click the document name hyperlink to view
the document itself, take appropriate action in ICES.

13




File:

w Attachment Detal

APPLY NOW rasoft Internet Explorer pravided by FSS.

000095808

Tools  Help

Qe - ) - [x] 2] \;?_::]|p52!l’ch 5 Favarites 2]

Ero= 093

Adcess [&] huy

avigation )

recent items

local:11213/HCSSApplicationfen_UIS/EMStandardCaseDocument _viewattachmentPage. do?concernR ol

view attachment Details APPLY NOW - 2000095808

Document Type: Eligibiity Support Documents

orument Naes Interactive SEC Interview

Comments:

00266254 7&communicationID=900Z7:

Guide
- . APPLY NOW i . INTERACTIVE SEC
Client/Case Name: Attachment Name: INTERVIEW GUIDE.doc
Delivery Method: Attached File Date:
Language: English Status: Received

Attachment Comments

(__Edit ] [Delink & Search Case | [Delink & Search Person | [ Delink |

Close |

- |

| #start| (3) 1M Rational Portfalio Ma...|[ £ F55A - WrMS View Att... 1] Work Instrucions - SEC ...

Click on close. The WFM S will navigate back to the Documents Page.

Y
B0 UNBME aem

Search for any tasks related to the application that may be outstanding.

Documents Home page click on Tasks from the Left Navigation.

From the




O Home

O Applications

O Documents

O Members

QO Addresses

O Phone Numbers

O Pending Yerification
Checklist

O Data Collection
Checklist

O Second Party Review
Checklist

O change Checklist

O Solicited Documents
Requests

QO Correspondence

QO MNotes

O AssetfTrust Review
O Benefit Recovery

QO Tasks

The WFM S will navigate to the Tasks page.

10.

Take note of any outstanding tasks that may need to be addressed.

15




a FSSA - WFMS Tasks: APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FSSA - State of Indiana =18 5‘

Fle Edt Vew Favarkes Tools Help | o>
- " = K S P 1
@k - ) - |x] [ Z] | s i Favortes £2) ‘ R - S 3
A 3jHCS5Applicationjen_US/EMStandard_listTaskPage do?caselD=00026626918,_oGrpu=ENMStandard_homePage. do%3FcaselD% 30900 ¥ | Go
- -
Tasks: APPLY NOW - 2000095808 [ Help |
(create Task | [Close Selected Tasks |
I Task ID Subject Erigrity. Status ;zaew Deadline
1082 - Phone Interview Pending 1/28/2008
m QUUQUERANT CEE R T S High Open el
' 2000062884 AM callback Medium Parked dcfssasec ig‘?géznna
O 9000062985 AM callback Medium  Parked Bt ig?g’f””g
Alert Number: 646, EMPLOYMENT .
| 9000070014 e s nJENDED — AEIEL Medium Closed
1036 - State Review and
Eligibility Determination - ADCR 2/20/2008
| 9000071428 #01, FS #01, MA C #01, MA X High Parked defesasen 00
#01
I 9000079129 test Medium Parked dcfssasec
L 9000089385 phone interview incomplete Medium Open
(Create Task | [ Close Selected Tasks |
[&] pone T
i start| (G 18M Rational Partfolio Ma... [ &7 FS5A - WFMS Tasks: A... 1] Work Instructions - SEC ... O T B M 821 P

Navigate back to the Application Home page by clicking on Home in the Left
Navigation.

11.

Go to the application/case in ICES to complete the certification interview with the
applicant/recipient.

The SEC will:

v’ review the budget results,

v’ advise the applicant/recipient of their Rights and Responsibilities, and

v"document in CLRC the date, time, location and individual with whom the
interview was completed.

v' complete the Interactive SEC Interview Guide and attach it to the
application/case in WFM S when al items completed. REFER TO (INSERT
HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER, Volume 7 Common Process (Section 3.11.3.12, Steps 1 — 12).

12.

The Pending Verification Checklist is completed by the Arbor ES at the data gathering
interview, if outstanding items are identified. After reviewing the case, if missing or
incomplete information isidentified on AEPND in ICES, modify the Pending
Verification Checklist located in the WFMS case, if necessary.

Note: The most current Pending Verification checklist will auto populate the FI 2032.

16




A FS5A - WFMS Pending Verifications Checklist: PATTY JAMES - 1002006003 (messages present) - Microsoft Internet EXpIorerpt : S ETET]

Fle Edt Wiew Favortes Tools  Help |.',‘

Q- ) - |x] 2] k’h|f‘-\'Search /' Favorites .&3‘ A i - e R

@ﬂ'ﬂs:HSB‘BU\DaDUZ‘\Em‘IucalfHCSSADpllcatlunﬂen_USfEMStandard_checkhstPEndlngwewPagE‘du?casEID=lUUZUU6UUSB¢ype=PEND&Ad=UEmext=&_u3rpu=EM5tandard_h: | B 6o

Pending Yerifications Checklist: PATTY
@ The oldest checklist is being displayed
Read Previous Checklist Read Current Checklist
Type: Pending Verification Checklist Status: In Progress
Checklist: 1of1 In Progress/Completed: 1 (1)/0
Reguired Checklist Item Clients —
[l Age
] Us Citizenship
) Immigration Status
[l Social Security Number
2 Residence / Shelter Expense PATTY
L =) Utility Expense
| =} Relationship
| recentitems % [l Identity
2 Bank Accounts / Financial Holdings PATTY
0 Vehicles
=] real Property / Life Interest =
@ [T [8 @ mterne
4 start| & work Instructions - S€ ... |[7 Fssa - wems pending... @‘ <

TO MODIFY THE PENDING VERIFICATION CHECKLIST, IF NEEDED:

e From the Case Home Page Click on Pending Verification Checklist in Left
Navigation.

o  WFMSwill navigate to Pending Verification Checklist..
e Click on Edit at the bottom of the Current Checklist.
e The Current Checklist will display

e Select the required item(s) and the individual(s) required to provide the
information. Note: Ctrl Click if the same verification(s) are needed from
multiple AG members, hold down the ctrl (Control) button on your keyboard
and left click on the name(s) of everyone for whom the verification(s) are
required. Y ou may also use the same process (ctrl buttor/ |eft click on the
name) to de-select an individual whose name has been highlighted in error.

e Click Save.

13.

The most current Pending V erification checklist will auto populate the FI 2032.

To generate the FI 2032 and any additional forms REFER TO (INSERT
HY PERLINK) SEND NOTICE in Volume 7 Common Processes — Section 3.11.3 -




TO:

e VIEW CORRESPONDENCE HISTORY IN WFMSto view an FI-2032
created by Non-state Coalition staff.

e CREATE CORRESPONDENCE IN WFMS to create the FI-2032, if necessary.

e EDIT CORRESPONDENCE IN THE WFMS to edit/modify the deadline date
of an FI-2032 created by Non-state Coalition staff, if necessary.

e DELETE CORRESPONDENCE IN THE WFMSto delete an FI 2032 created
by Non-state Coalition staff, if necessary.

REFER TO (INSERT HY PERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE WORK INSTRUCTIONS VOLUME 7 COMMON PROCESSES 3.11.3.6
for correspondence (FI-2032/Covershest) that will be given directly to the applicant.
Take special careto verify that the deadline dateis correct on the Create
Correspondence Details page. It may need to be modified. Remember to click on Edit
on the Correspondence page and click on Pending Verification Hand Delivered on the
Modify Correspondence Details page to avoid having WFM S mail the FI-2032.
Volume 7 Common Processes — Section 3.11.3.6

Thefirst screen of Create Correspondence will allow the user to enter an additional
address for third party correspondence or an alternative mailing address if the WFM S
mailing addressisnot current. REFER TO (INSERT HYPERLINK) ICESfor
current mailing address.

Lorresponaence

CorrespondenceDetails - Addressee

Addresses Type: IThird Party j

If Address Type is Participant, select the Member Name

Addressee Mame! I 'I

If Address Type is Third Party or Authorized Representative

Addressee Name: I

Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa

Address Line 1: I

Address Line 2: I
City: I

State: | j

Zip: I

Select The Participant This Correspondence Is In Regards To

o —————
IMember Mame: |LAURA BUSH ]

[ save |[ Cancel |

18




*Note: if an individual in the assistance group is IMPACT sanctioned and expresses
the desire to cure their sanction, the user selected task “Intent to Cure” must be
generated immediately to Arbor directing the task to the Arbor Area queue associated
with the applicant’ S/recipient’ s residence

14.

Authorize the AG(s) if appropriate.

15.

Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

16.

A Document Transfer Cover Sheet should have been created by the Non-state
Coadlition Staff marked “IMAGE ONLY” to accompany the application and any
submitted verifications that will be faxed/mailed immediately to the document center
by the SEC.

For Medicaid Disability Applications and Progress Reports, the disability
paperwork will be handled by the Arbor ES.

17.

Make sure the applicant/recipient has been logged in on screen CSODA by the Arbor
staff member who entered an “X” inthe“S’ (select) field. If thisis not completed, the
SEC will complete this step.

18.

Go to CSOUU to enter the worker 1D of the interviewer. If thisis not completed, the
SEC will complete this step.

19.

SEC will need to note client as being seen by the entry of “Y” on CSOWL
CoROWL c HEDULIMG 23
Wi TING:-LEST

WORKERE ID: 971CAR HAME T JOAM

I

SN OTIME M AC 3 FIEST MWAME
1 B3IE o @l 03 B25 g THA

20.

Remember to close any other tasks enacted upon.

REFER TO (INSERT HYPERLINK) CLOSING A TASK work instructions
Volume 7 Common Processes — Section 3.11.1.13
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4.0 Applicant Failsto Complete an Interview with an SEC
SCHEDULED IN ICES

If an applicant has been scheduled in ICES, completes the data gathering with Arbor staff
but fails to complete an interview with an SEC, the application and any corresponding
documents must be faxed/mailed immediately to the document center with a Document
Transfer Cover Sheet and the cover sheet marked “Image Only”. ICES system generates a
“Notice of Missed Interview”.

NOT SCHEDULED IN ICES

However, if an applicant has NOT been scheduled in ICES, completes the data gathering
with Arbor staff but failsto complete an interview with an SEC, a manual” Notice of
Missed Interview” must be completed and sent to the applicant/recipient by the SEC. The
Arbor staff will forward the application, any corresponding verifications and a Document
Transfer Cover Sheet to the SEC who will do the following. Continue to step 1.

Note: For non-Food Stamp Assistance Groups, in which the SEC Interactive Interview is
not required, the data gathering interview was completed, modify the Pending
Verification checklist to reflect the items needed for those programs and generate the
FI2032. If no additional verifications are needed, take action on the application.

Steps Applicant Failsto Complete an I nterview with an SEC

1 Under Search For from the User Home page click on the Case link which will display

the Search Case page.

Family and Social Services Administration

navigation
———— Welcome to FSSA Caze Management System
m_
Process Request for Services Lase
Create Application Case Person
Administration Document
Task

2. Enter the ICES case humber in the appropriate field.
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Steps Applicant Failsto Complete an Interview with an SEC
ial
tration
Search Case
Humber: Type: Reference:
ssh: | |ieesmoy [ ]
First; ‘ |Midd|efMI: | | Last: | |
(i /dld iy ):
, S Addrass : v
Address Lingl: ‘ | Line2: | | County! | |
ciy:| | s e | |
[_Search | [ Reset | [ Cancel |
Case Name S5 Case Type Case Reference Date Created Status
3. Click on Search button.
Search Case
Numher Type: Reference:
First: |Ima |Midd\ejMI: ‘ ‘ Last; |Chent |
{m/dd/yyyy )
; Address : v
Address Linel: | Lines: ‘ ‘ County: | |
W Reset Cancel
Search Results (Number of Items: 1)
Case Mame 55N Case Type Case Reference Date Created
Ima Client Application 567 6/21/2007 Open
4. Click on the Case Name link.

21




Steps

Applicant Failsto Complete an I nterview with an SEC

Search Criteria

Nurmber; Type; Reference;

First: |Ima |Midd\e,/M1': l:l Last;

(mm/dd/yyyy):

4ddress Lined; | | el I:l County; l:l

Line2;

[ Search ][ Reset |[ Cancel |

Search Results (Number of Items: 1)
Case Name SSH  Case Type Case Reference Date Created Status
Ima Client Application 567 6/21/2007 Open

The Case Home page will display.

From the Case Home page click on Correspondence from the Left Navigation to create
and mail the “Notice of Missed Interview”.

ZFssa - WFMS Select Correspondence Type soft Internet Explorer provided by FSSA - State of

Fle Edit Wew Favorites Tods  Help

Q- O~ A & &) Do fyroonn @3- 1L W - B

Adchress [i] https:{fss30atap0l 1213jHC35Applicationfen_LI5/Correspondence,_selectCarr espordanceTypaaction.da

& Select Correspondence Type Help |

Program Selection

Assistance Group

Action Document ID Nare
Select|Wiew FI 2511 Consent for Release of Information
Select|Wiew FIFS 0041 MNotice of Action
(SE\E:HM FI 0042 Notice of Missed Interviewj
Select|Yiew FI 0065 Request for Earnings Information
Select|Wiew FI 0022 Shelter Collateral Request
Select|Yiew FI 0014 Authorization for Release of Financial Information
Select|Yiew Auth Rep Authorized Representative Form
Select|¥iew FI 2510 Consent for Release of Social Security NMumber

Select|Yiew OMPP D251A Determination of Medicaid Disability Medical Information
Select|Wiew OMPP 02518 Determination of Medicaid Disability Social Summary

Select|wiew Diag Cert Diagnosis Certification Form

Select|¥iew FI 0775 Life Insurance Yerification

Select|Wiew FI 2323 Medicaid Disability Follow-Up Request to Provider for Records

Select|Yiew FI 2322 Medicaid Disability Initial Request to Provider for Records

Select|Wiew FI 2324 Medicaid Disability Request to Applicant to Obtain Records

Select|¥iew FI 0007 MNotice Of Interview-Appointment

Select|¥iew FI 0619C Notice and Certificate of Action - TANF

Select|¥iew FI 2326 Motification of Requirement to Provide Documentation of Citizenship

Galact | Wiaw ET 2039 (4% Dandina Aarifin atinns far snnlicantc_Dariniants far Annlication Caca B
[&7 hetpsij/s390akap0t iem.local:1121 3/HCSS Applicationjen_US[Camrespondence_updatelaticeDatesPage. do7noticelD=900272977 1&caselD=a00 i |3 [ Internet

& start| | £]FssA - WFMS Select C... E Work Instructions - SEC .., = | S |2 oma M@ s:esem

REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE work
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Steps Applicant Failsto Complete an I nterview with an SEC
instructions
Volume 7 Common Processes — Section 3.11.3.3
Thefirst screen of Create Correspondence will allow the user to enter an additional
address for third party correspondence or an alternative mailing address if the WFM S
mailing addressis not current. REFER TO (INSERT HY PERLINK) ICES for current
mailing address.
asddressee Type: |Third Party j
If Address Type is Participant, select the Member Name
Addresses Name: I 'I
If Address Type is Third Party or Authorized Representative
Addresses Mame: |
Enter Address Details for Third Party or Authorized Representative. Information is optional for Pa
Address Line 1: I
Address Line 2; |
City: I
State: I j
Zip: |
Select The Participant This Correspondence Is In Regards To
Member Mame: |LAURA BUSH | x]
[ save | [ cCancel |
6. For non-Food Stamp Assistance Groups, in which the SEC Interactive Interview is not
required, the data gathering interview was completed, modify the Pending Verification
checklist to reflect the items needed for those programs and generate the FI2032. If no
additional verifications are needed, take action on the application.
REFER TO (INSERT HY PERLINK) SENDING NOTICE WORK INSTRUCTIONS
in Volume 7 Common Processes, Section 3.11.3
7. Enter into CLRC notes regarding the application and the applicant’ S/recipient’ s failure
to complete the interview with the SEC.
8. The application and any corresponding documents must be faxed/mailed immediately

to the document center with the Document Transfer Cover Sheet and the cover sheet
marked “Image Only”.
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5.0 Redetermination Scheduled In-Office (No Telephone)

Redetermination appointments will be scheduled at Help Centers for individuals who do
not have a telephone. ACS Service Center staff will conduct the interview by calling the
Help Center and speaking with the recipient and transfer the call to a SEC in the
Service Center for the certification interview. All scheduled appointments for the Help
Center are displayed on CSODA.. Help Center staff should view CSODA periodically
throughout the day as additional appointments may be added. Help Center staff must
coordinate the incoming calls with the scheduled recipient(s).

Warm Transfer Not Completed

If the warm transfer is not completed, the Eligibility Specialist will inform the client, they
will need to speak to a State Eligibility Consultant in that office to complete the SEC
interactive interview part of the process. Redetermination appointments scheduled at
Local Officesfor phone interviews and awarm transfer was not compl eted, the SEC will
complete the interactive interview in the office. All scheduled appointments for the Local
Office are displayed on CSODA.

Steps | Redetermination Scheduled In-Office

1 From the User Home page, find and select the casein WFMS.

REFER TO (INSERT HYPERLINK) SEARCH
Volume 7 Common Processes — Section 3.11.2

Process Regquest for Services
Apply Mow

Create Application Case
Create User Defined Task

Change Passwoard

WFMS will display the Case Home page.

REFER TO (INSERT HY PERLINK) SEARCH, Volume 7 Common Processes —
Section 3.11.2

2. From the search results, click on the appropriate case name.
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Steps

Redeter mination Scheduled | n-Office

Search Case

Search Criteria
ices/curan | |

Case Case Type:
Number;

o | I
ICES RID:

(Don't enter
dashes)

{dd/rmmyyyy)
address | | Addrass County:

Linel: Linez:

[ Search ) [ Reset | [ cCancel |

Search Results (Number of Items: 1)

Case Mame SSH ICES RID Date of Birth Case Type ICES/Curam Case Mumber Date Created Status
JOHM BLAME  000-00-0000 300079687499 1/1/1970 Standard 3000373112 Open

WFMS will display the Case Home page.

From the Case Home Page in the WFMS,

7 FSSA - WFMS Case Home: JOHN BLANK - 3000373112 - Microseft Internet Explorer
Ble Edt Yew Favorites Tools Help [

eaack - G B @ ih pﬁear(h *Favuntes & 8' ,?é ] - L_J i 3

Addiess | &] hitpsi{f5990atap01 jem lacal:1 121 3/HCSSAppicationjen_US/EMStandard_homePage. do7caselD=30003731 126 _po3rpu=TaskManagement_taskHomePage. do%3FtaskiDw v | [ 60 Lnks > |

.«
Family and Social

Services Adm

Case Home: JOHN BLANK - 3000373112

Options

Review #sset/Trust Process Benefit Recovery Generate Internal Cover Sheet
Submit Case for authorization Submit Change for Autharization

Details
Status Date: 10/7/2007 Redetermination Date; 02/2008
Status: Open =

CaseName

hecklist z —00-
Pl o] J0HN BLANK Social Security  0D00-00-0000

Documents e
Date of Birth: | 1/1/1970
300 N MAIN
Home Address: KOKOMO, Indiana 47396 Mailing Address;
Howard

Phone Numbers
Home Phaone! Cell Phone:
Work Phaone:

Assistance Groups

Effective/End

Action Type Cat/Saqg Authorized Rep e Status
Wiew Food Stamps FS/01 Cpen

Next A ntment L]

B @ Trusted sites

Click Documents from the Left Navigation. Review all supporting documents, if any,
submitted along with the application. If any supporting documents satisfy the
verification requirement, remember to enter the appropriate information and
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Steps

Redeter mination Scheduled | n-Office

verification codein |CES during the interview.

The WFM S will navigate to the Documents Page.

From the Documents page click view to see the document’s details.

SA - WFMS Documents: SAHANA SMITH - 3000371983 - Microsoft Internet Explorer pro tate of In =B
Fle Edt View Favorites Tools Help |#
Qo - © - %) &) B oo Jyroenw @[ (32 w1 -| D B
Adess [&] huy local:11213{HCS5Applicationjen_US/EMStandardCaseDocument_istindexedDacumentsPage . do?caseID=30003719838__n3rpu=EMstandard_home

navigation Documents: SAHANA SMITH - 3000371983 Help

((Search Non-Indexed Documents | [Attach Document | (Delink & Search Case | [ Delink & Search Person | [ Delink )

O Documents
O Members:

Y To view additional document detail or Edit the document detail, click on the view or Edit link.
O Addresses

O Phone Numbers To Delink documents from this list and Attach the documents to another case or person, check the appropriate box
O Pending Yerification (es); then select the Delink & Search Case or Delink & Search Person button.
Checklist
O Data Collection To Delink the documents only, select Delink.
Checklist
o ?ﬁ;‘:zﬁ;aﬁy el lel) MNote: To select All documents in this list, check the top box (next to Action).
O change Checklist T AT
O Solicited Documents I Action Document Typs -oodmen Clignt Receipt Date  Status et
Requests Hame D
O Correspondence A 5 Shelter Landlord SAHANA
] Yiew | Edit Expenses Tt SMITH 10/9/2007 Received 3000371983
O Notes —‘_ e
;. Paolic
O Asset/Trust R ELCy
5 f.f't C view|Edit Sl SRR [ 10/3/2007  Received 3000371983
enefit Recovery Reguest D
llcs Application and  Report Of SAHANA
|m] Wiew | Edit Redetermination Change SMITH 10,/9/2007 Received 3000371983
Farms English S

((Search Non-Indexed Documents | [Attach Document | (Delink & Search Case | [ Delink & Search Person | [ Delink |

recent items

|

Done [T /5 [ mtermnet
ﬂstart' (31) 18M Rational Portfalio Ma. ., | & FSSA - WFMS Docume... ] Work Instructions - SEC ... | & F55A - WEMS FSSA SUpe. .. | %) AIm S @ sioPm

Within the View Document Details screen click the document name hyperlink to view

the document itself, take appropriate action in ICES.
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Steps

Redeter mination Scheduled | n-Office

aFSSA - WFMS Yiew Attachment Details APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by F5SA - State of Indiana

File Edit Wiew Favortes Tools  Help

eBack - @ - D @ \;{h|p55arch *Favor\tes &

Address E hittps://s390atapO1 iem

B La- 0D

213{HC55Applicationfen_LIS/EMStandardCaseDorment_viswAttachmentPage. dovconcermpolelD=900266254 7anommunicationiD=a00z72¢ | [Ed 6o | Links >

& o B
Fami ; r~ & 0,
siraion_ X h
view Attachment Details APPLY NOW - 2000095808 Help

Document Type: Eligibiity Support Documents

Document Name: Lteractive SEC Interview
£ Guide
2 . APPLY NOW e, INTERACTIVE SEC
Client/Case Name! Attachment Name! INTERVIEW GUIDE.doc
Delivery Method;  attached File Date;
Language: English Status: Received
attachment Gomments

Comments:

(__Edit__ ) (Delink & Search Case | [ Delink & Search Person | [ Delink ] [ Close ]

H
= CrT TS R res
|@start| () 18M Rational Portfolia Ma. .. |[ 7 FGSA - WFMS View Att... (5] Work Instructions - SEC ... T B1m @ M@ sisPm

Click on close. The WFM S will navigate back to the Documents Page.

Search for any additional tasks related to the case that may be outstanding. From the
Documents Home page click on Tasks from the Left Navigation.
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Steps

Redeter mination Scheduled | n-Office

navigation

O Home

O applications

O Documents

O Members

QO Addresses

O Phone Numbers

O Pending ¥erification
Checklist

QO Data Collection
Checklist

O Second Party Review
Checklist

O Change Checklist

QO Solicited Documents
Requests

O Correspondence

O Motes

O Asset/Trust Review
O Benefit Recovery

O Tasks

The WFM S will navigate to the Tasks page. Take note of any outstanding tasks that
may need to be addressed. Selecting atask listed to a queue in which you are assigned
will reserve that task in your ID to be worked, closed or parked. Navigate back to the
Case Home page by clicking on Home in the Left Navigation.
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Steps

Redeter mination Scheduled | n-Office

aFSSA - WFMS Tasks: APPLY NOW - 2000095808 - Microsoft Internet Explorer provided by FSSA - State of Indiana

Fle Edt Vew Favortes Tools Help |#

eBack € - D @ :b|):_)5&arch *Favur\tes .@‘ &’2' Q;‘,’. w - i % 3

‘a

Tasks: APPLY NOW - 2000095808 Help |

(Create Task | (Close Selected Tasks |

Reserved

I Task 1D Subject Priority Status By Deadling
1082 - Phone Interview Pending 1/28/2002

o} 5000062983 = 0 iow High Open el

[ @ 9000062984 AM callback Medium  Parked - feensde | 1A2202008

[ @ o000062985 AM calback Medium Priiee ] A ifggma
Alert Number: 646, EMPLOYMENT a

= SN e e Medium Closed
1036 - State Review and
Eligibility Determination - ADCR 2/20/2008

[T @ 0000071428 #01, FS #01, MA C #01, MA % High Parked dcfssasec 18:00
#01

M @ 2000079129 test Medium Parked dcfssasec

LT 9000089385 phone interview incomplete Medium Open

((Create Task | [ Close Selected Tasks |
[&] pone [T 15 [ mermet

i start| (G 18M Rational Partfolio Ma... [ &7 FS5A - WFMS Tasks: A... 1] Work Instructions - SEC ... O %y A= @ @ siiem

Complete the Interactive SEC Interview Guide and attach it to the case in WFMS.

REFER TO (INSERT HYPERLINK) CREATING AN ATTACHMENT FROM THE FILE
SERVER Volume 7 Section 3.11.4.12, Steps 1 - 12.

From the Case Home Page, under the Options cluster, click Initiate Data Broker.

I
Initiate Data Broker

NOTE: Data Broker not available for Pilot.

10.

If necessary, reference Volume 7 Common Processes — Section 3.11.1.8 (INSERT
HY PERLINK)to create any of the tasks that are necessary for processing the
application:

a. Suspected Fraud Referra

b. Asset/Trust Review Requested
c. Systematic Alien Verification Entitlement (SAVE) Request

11

Review |CES screen AEWAA. Evaluate the reason codes for potential eligibility.
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Steps

Redeter mination Scheduled | n-Office

12.

Review all budget results with the recipient. Review ICES screen AEPND with the
recipient to evaluate missing information and/or verification(s) outstanding, if any.
Enter TRAN: AEPND; PARMS: |CES Case Number.

STATUS: PENDING

01 MEDIC D AEIDP PROOF OF MA DISABILITY

13.

The Pending Verification Checklist is completed by the ES at the Service Center
during the data gathering interview. After reviewing the case, if the missing or
incomplete information isidentified in ICES with question marks, modify the Pending
Verification Checklist located in the WFM S case, if necessary.

Note: The most current Pending V erification checklist will auto popuIaIe the FI 2032.

- FS5A - WFMS Pending Verifications Checklist: APPLY NOW - 2000095808 (messages present) - Micrasoft -(81x]

File Edit VWiew Favorites Tools  Help | "

Qeack - ) - %] 2] ;‘J|/'=Search /' Favarites {{1‘ <l ] - <3

Address [{&] https://s990atap01.iem.local: 11213/HCs5Applicationfen_US{EMStandard_checklistPendinghiewPage. docaseID=00026626916type=PENDRid=08next=5_odrpu=EMstanc¥| [£d 6o [ Links »

i
H Family and Social
P7 Services Administration

ravigation—— SR IS
.
O p APPLY NOW - 2000095808
0
0 ® The oldest checklist is being displayed
0
:
Read Previous Checklist Read Current Checklist
-
o Type: Pending Werification Checklist Status: In Progress
Checklist: | 1 of 1 In Progress/Completed: 1 (1)/0
:
& Required Checklist Item Clients | |
o) || Age
2 [l UsS Citizenship
: r Immigration Status
O 0 Social Security Number
[ Residence / Shelter Expense
[l Utility Expense
| E] Relationship
| recentitems r Identity
|| Bank Accounts / Financial Holdings
=] vehicles
0 Real Property / Life Interest =l
[ ore =

I start| (3] 18 Rational Partfolio Ma... || & Fssa - WFMS Pending... 8] Work Instructions - SEC ... BN REL

TO MODIFY THE PENDING VERIFICATION CHECKLIST:




Steps

Redeter mination Scheduled | n-Office

Click on Pending Verification Checklist in Left Navigation.
WFM S will navigate to Pending V erification Checklist.
Click on Edit at the bottom of the Current Checklist.

The Current Checklist will display
Click on any item(s) that are needed to add or remove.

Click on the name of client to whom the item pertains. Note: Ctrl Click To
add more than one member per item or to remove a member, the ctrl button on
the keyboard needs to be pressed while clicking on the additional name to be
added or name to be removed.

Select Summary of Eligibility Redetermination Information. Thisform will
include client information provided by the client during the data gathering
interview. WFMS will create the packet separately from the FI2032 to be

summary.

| Summary of Eligibility Redetermination Information

Click Save.

14.

To generate the FI 2032 and any additional forms REFER TO (INSERT
HYPERLINK) SEND NOTICE Volume 7 Common Processes — Section 3.11.3 - TO:

VIEW CORRESPONDENCE HISTORY IN WFMS to view an FI-2032
created by Non-state Coalition staff.

CREATE CORRESPONDENCE IN WFMS to create the FI-2032, if necessary.

EDIT CORRESPONDENCE IN THE WFMS to edit/modify the deadline date
of an FI-2032 created by Non-state Coalition staff, if necessary.

DELETE CORRESPONDENCE IN THE WFM Sto delete an FI 2032 created
by Non-state Coalition staff, if necessary.

REFER TO (INSERT HY PERLINK) PRINT CORRESPONDENCE IN SEND
NOTICE VOLUME 7 COMMON PROCESSES 3.11.3.6 for correspondence that will
be given directly to the applicant (Use the Save and Print feature. Remember to go to
Edit Correspondence and click on Pending Verification Hand Delivered to avoid
having the WFM S mail a copy of the FI-2032).
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Steps

Redeter mination Scheduled | n-Office

Volume 7 Common Processes — Section 3.11.3.6

Take special care to verify that the deadline date is correct on the Create
Correspondence Details page.

REFER TO (INSERT HY PERLINK) CREATE CORRESPONDENCE to create an
additional General Use Document Cover Sheet to accompany the FI-2032 for the
client to use when returning verification, if necessary

15.

For non-Food Stamp Assistance Groups, in which the SEC Interactive Interview is not
required, the data gathering interview was completed, modify the Pending Verification
checklist to reflect the items needed for those programs and generate the FI2032. If no
additional verifications are needed, take action on the application.

16.

Authorize the AG(s) if appropriate.

17.

Issue over the counter EBT card if appropriate. Refer to the EBT policy guide for
instructions.

18.

In ICES, enter TRAN: CLRC PARMS: ICES Case Number.

NEXT TRAN: CLRC PARMS : 3000076384

Enter case notes regarding the redetermination processing (following guidelines for
entering information into CLRC).

10.

Create an Internal Cover Sheet marked “Image Only” to accompany any
redetermination documents submitted that must be faxed immediately to the document
center by the SEC.

20.

Remember to close any task enacted upon. To do so, Click on Close Task on the Task
Home page.
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Steps

Redeter mination Scheduled | n-Office

ZAFsSA - WFMS Task Home - Microsoft Internet Explorer provided by FSSA - State of Indiana 8l

File Edit Wiew Favortes Tools  Help

Qak - ) - ﬂ g “l\J|/ Jsearch ¢ Favorites 462} s vl o FelL= By,
Adress [] https://s990stap01.Iem local: 1121 3(HCS5Appicationjen_US/TaskManagement_tsskHomePsge. do7taskID—30000629836_oarpu—EMStandard_IstTaskPage. dotarcasell | [£d 6o |Links >
s~

RN} Family and Social
MF Scrvices Administration

5
O Close Task Eorward Task Un-Park
O Park Task Un-Reserve

Subject
1082 - Phone Interview Pending for APPLY NOW

Details
| recentitems ¥ - Task ID; 9000062983 Status: Unreserved
Prigrity: High Deadline: 1/28/2008 18:32
Reserved By: Last Assigned:  1/28/2008 14:32
Time Worked: 00:00 Park Deadline:

Primary Action Supporting Information

Case Home Page

Office Locstion

Task Instructions

Call has been transferred from ACS staff. Access Client Homepage to obtain pending application information, review
pending notice, complete the certificaton interview and send pending notice. Update ICES to indicate interview was
completed and close task.

E

&= ) e e
i start| (3) 1M Rational Portfolia Ma. . |[ & F5SA - WFMS Task Ho... 1] Work Instructions - SEC .. | 1% Aam @ (M@ s:iiem

21.

Log applicant in as seen in screen on CSODA by entering “X” inthe S’ (select) field.

22.

Go to CSOUU to enter the work ID of the interviewer.

23.

Assigned worker will need to note client as being seen by the entry of “Y” on CSOWL.
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6.0 Homeless M ail

Step

Homeless Mail

1

A designated SEC will hold the duty of securing the mail and maintaining it in an
appropriately secured location (recall, the mail will include loaded EBT cards)

For arecipient who has no fixed address, specific arrangements must be made with him
regarding the issuance of his FSSA correspondence. FSSA correspondence will be
mailed to the address specified by the recipient, such as:

Thelocal office;

A friend or relative;

Social service agency;

Church; or

If the local officeis chosen, the FSSA correspondence will be sent to the respective
FSSA Local Office or Help Center.




